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EXE .
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5 Apfii 1965 :

MENMORAKDUM FOR: Chief, Support Services Staff

SUBJECT ¢ Proposed Responses for Three Budget Briefing Questions .

1. 'While sowe alternatives to increased staffing in tais area were
spoken of in your submission, the altermative to dropping or trading off
lower priority vrograus was not. Please provide additional Justifi- |
cation for the 5 position inerease request together with lower prior:nty

or trade~off optious considered.”
Tae Agency Records Program and Staff were established in 1951 &5
required and Spe,cified by Public Lav 754 to provide for efficient and

econoric records keeping during Records Creation, Files Maintenance, and

Records Disposition. In 1961 the Staff of (A Chier,

E profesaionals, s secretary and a typist.) Therefore, the manpower

of th@rofess ionals is subdivided for the Program elements as follows:

CGONFENGAL T

CREATIOR MAINTENANCE DISPOSITICH
Vital -
) Mannower Forms Correspondence Reports Equipment Records QHI‘V(‘.’}/» Schedules
1
‘ 1/2 1/2 -
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1 . ' '
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Avg. for o 1 oy ! o
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Distr'n
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The Records Center handles the records disposgition element which
is two edged: It covers Records Retention as well as Disposal. Records
are stored to be used. Records retrieval zervice is the bizgest work-

load here:

Funetion [ T Staff Avg, Activity
Chief and Administration [Suﬁ:ewision) B 25X1
Records Ak:cégss{dﬁinz ' (73 cu. ft. a day)v |
Records & Distr'n Serﬁifice (511 items a day) !
Archives ' 15,000 cu. £t.)
— ]
EAM Equipment | [Runs avg. b4 hra. a day)
© Vital Records 10,000 cu. ft.) '
Disposgl 27 £t. a day) |
TOTAL

The increcse of four prdfessionals ons the staff and ome for tl;e Center

by 1974 was requested in crder to establish a Potal Records Pz'o;r},ram
for.the Agency. Each Program element influences the results in ti;'e
~'* other elements of the Program. The Records Center is full because the

offices have active records retirement activities with no Program acti-

vity to control records creation and file procedures. There sre no
trade offs left since the 1961 Staff reduction. With less manpower
we reduce each sctivity proportionally. A 1racta,on of a professional

per Program element can only maintain the "Sthtus Quo" and provide

advice and guidance wpon req_uest. The alternative to the increase is

-2a
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to continue this type of "brush fire” Records Management, The Progran

can improve only to the degree authorized.

: . - 25X1
2. 'Yowr request for the $750,000 construction item [  would

seem tu leave the ExDir and the DCI with no option but to proceed..
Wast if they opt not to? Please provide alternstives, e.g., would &
purge of current records alleviate this problem? Can GSA provide the
needed storege space?” '

Since the Program Call was prepared we have been advised to ]
correct ‘t;i:at estimated figure of $750,000, It should read $1.3 millio_xi.
Because construction was not suthorized, the staff used a National
Archives estizmte of $15 per.sq. It. for reinforced concrete Reéords
Center construction as a comparison yard stick. Since then thé OffiCt.
of Logistics has nrovmea the estiuate of $1,3 million based on $20

per sq, ft. and ciher requirements., They bave asked for $6,000 to do

o Feasiblility Study to establish a tighter estizate,

Y
t

That request in the Progrem Call is for s solubion to the %

regcords space problen bécuu.aa it is caleculated it will cost about a.
mlllion dollars in 1970 regerdless of what legitinmate and secure
alternstive is selected. Most Agency records are stored at the Records
Center because of legal requirements and security. The Progra.ix TECOU~
mends construction as the most efTicient and economical of all the
alternatives considered. They have re-reviewed miérofilmim;, pui‘gin{; s

vew equipment, renling, and construction., Every year the costs for all

these alternatives get higher and the records s‘borage needs of the

Agency become more urgent and pressing.
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The annual mideyeaer inventories for the past ten jt':ars. show that
Awency Records ave received or created at an average rate of 3 cu. f&.
for every amployee. The Offices and Records Progran destroy 2 ceu. ft.
per employes during the year. Helf of the one foot balence is stored
10 the Records Center, where eventually half of that is purged. Today
the Center has 102,000 cu, f£t. The offices last swmmer had 230,000,

cu, ft.

. ch , purging gocu on constantly. A major effort is now unde*-.qa‘,r,
but it will only provide tesporary relief, The Center had o net g:‘owhh
of 10,000 cu. £t. last year after PUrging. In the past 5 years we

pm‘é’;ed 55,000 Cu' ﬁn '\‘ !

Yes, the GSA will be pleased %o provide space without charge to
store Agency Records, but, only if thé Agency will turn the records
over to GSA custody. Department of Defense, State, and Atomic Znergy
COnmission use Federal Records Centers, We could too, if the:Gf‘fice
of Security snd CI Staff sgreed. The problens we have had concéir}xing
personnel, compartmentation, and selection of records for the GSA : !
Records Center at Suitlend (where we store 25,000 Teet of Agency pﬁb-
licetions distributed comunity-wide) has convinced the Progran that
the Agency is not yet ready to turn Agency records over to GSA for
shtorage. ) J

¥

3. "Describe the impact of ccmouter and mlercminiature tech‘zology
on the Agency's records progran,

1
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For 3,' ears the Records Banes e:r.cnt Officera of the Ageney have been

active with wochanical files, nources data 4uto::at¢on, card systems, and

computer applicdticm. Several carly autcmabtion ei‘zoﬁzs, 8till pro-

ductive, were developed by i llc. Gecord Officers, These Officers provide’
an excellent source of ADP systeas persoancl.

A
‘

On the records side, technology hag reéul‘ted in 3,000 recls .
of microfilm belng stored in 1,200 cu, £b. of space at the Records |
Center, Likewise we have 3,300 cu. It. of punch cards and 265 reeln
of nagnesic dapes. Ve sbore eny Tywe record en ofi’f;eé keeps, proe

iding it is o:é‘.f‘icial nd on thelr Rotentlon Schedule, EAM equipe
wend rung 70 hours per month o update cards files of DDP and IDI.

compononts stored in the Cember.

The several mililons of dolloxs cpent on ADP dees not help the
1 »
Reecords Center which recaives grestoer and greater deposits of computer

irput and outpub for storage. Ve have 1,106 cu. ft. of machine listings.

rom the ‘P‘L‘C’JEC“GG we have both input and cutpub

(4

cards, tepss, and documents.

The millions snent on over flights aend Elint collectlions have noci
rent o pendy for imactive records storsge but have provided tremendous
aunbers of boxes of records, photos, and filmes for storage in the Reecords

e

[

Cewter, From FPIC wo have 9 inch ncolz of pnotos in boxes tooalll

" 4,000 eu. £t. at present., The FI Division has 300 cu. £i. of recording

-Lepes in storage. .
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. A
Discusgions w.wb coumpuber cv:er't.. .,ncl mcrcmm aburization

2 A

xpierts have Tound nouhmg; on She packe ’v:. sy on the drawing poerds theb

.

L
' wili be aveileble or can bYing More secnomical records storage reliel

Dy e

2 Aiastime we . Tound will cost more thad
within the next five yeawrs. ;“au}jﬁal..iﬁ!_-, we- found will cos

.

fo slune of 7 X Tals policy of
construction to stors the o volusme of records. This policy

’ ¥ ¥y ha 1a:z;ca rev:.c*:'*d
storing hard cony {5 the Federal Govesmnend polxc:;, chal Al e

. j 53 : : rds trencs
end approved by the Coneral Accounting ﬁxi“ce. Ageney records a3

Foad

| C oy problons
e not sbrmorxal. We parallel (.cm,mmu,n’c and Induzsiry records o

A

B

i

in every respect.
E ' | rs/
; ‘ 25X1

Chief
Recerds Administration Qz‘amh

. Distribution:
Orig. and 1 - Addressee
1 - Budget .

3 1 - RAB File “
+ 25X1 . -
DDS/SSS/RAB{  }ep (April 5, 1968)
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